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This checklist is to be completed for each contract arranged by a local area (i.e. not for FM-engaged contractors). Copies of required documentation must be obtained prior to work commencing.

	Contract/Project:
	
	Contractor Company Name:
	
	ABN
	

	Contact Person:
	
	Contract duration:
	From:                        To:               

                                           (state “ongoing” if necessary)


	Contractor Checklist  

	Comment/ Action Item

	1. Contractor induction 

· Site-specific induction (HS805) to be given to all contract workers? YES/ NO

By who:_______________________
· Copy of Construction Induction Card received (for construction or building modification work only)    YES / NO / N/A
Has the contractor completed the UNSW online induction (http://www.contractorsafety.unsw.edu.au/) ? YES/NO
	

	2. Contractor Licencing 

· Copies of any required licences and qualifications for the work being carried out obtained?    YES/ NO / N/A
· Has the contractor check subcontractor’s licences?    YES / NO / N/A

	

	3. Insurance

· Copy of worker’s compensation insurance? YES / NO / N/A

· Copy of Public liability insurance (at least $10 million)? YES / NO 
· Copy of Professional indemnity? YES / NO / N/A 

· Does the contractor check subcontractor’s worker’s compensation and public liability insurance? YES / NO / N/A

	

	4. Safe Work Method Statement (SWMS) / Safe work Procedure (SWP) / Risk assessment 

· Is there site-specific SWMS/SWP/Risk Assessment for the work at UNSW? YES / NO
· If there are any sub-contractors, has the contractor received and reviewed subcontractor’s SWMS?    YES / NO / N/A
· Process for incident management (e.g. first aid) and emergencies included? YES / NO


	

	5. Safety Data Sheets

· Current (within 5 years) safety data sheets supplied for any hazardous chemicals to be used by the contractor and readily available on site? YES/ NO / N/A

	

	6. Permits to work 

· Is a Permit to Work required? N/A / HOT WORKS /  CONFINED SPACE / OTHER _____________________

· If yes, does the business have a Permit to Work process? YES/NO/ N/A


	

	7. Information and Consultation

· Evidence of consultation between the contractor and the client (UNSW)?   YES/NO

· Appropriate warning signage, barriers etc. to be installed?     YES/ NO / N/A

	


	Any comments:
	

	Completed by:
	
	Signature:
	
	Date:
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